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MAJOR DUTIES

Plans, coordinates, and/or accomplishes a variety of office support
functions. Performs a myriad of administrative duties involving
coordination and liaison within STRICOM and across all PM ITTS
organizational elements (TMO, TSMO, etc.) concerning personnel,
supply, and administrative functions.

1. Takes action to ensure uniform internal administrative procedures
and techniques within the assigned organizational element and across
all PM ITTS organizational elements. Coordinates the development of
and maintains the PM-ITTS Standing Operating Procedures (SOPs) .
Reviews each SOP at least annually and, as required, initiates action
to update, or delete, if no longer applicable. Receives, interprets,
and disseminates STRICOM, AMC, and DA guidance and directives
pertaining to assigned office services functions. Serves as a source
of information and knowledge in providing operating officials and
personnel assistance and gquidance in accomplishment of administrative
matters and responsibilities. Provides administrative support to
include tracking suspenses; maintaining PM ITTS central files;
providing internal reports control; maintaining and updating the
travel budget data base; ensuring PM ITTS compliance with forms
control and records management procedures; and developing and |
administering internal security procedures. Advises on property and
supply needs. Projects requirements and processes actions to acquire
office supplies; maintains property accountability records for the

hand receipt holder; coordinates facility and office equipment
maintenance and repair requirements and work orders; and maintains

the notebook computer loaner pool. 50%

2. Coordinates PM ITTS personnel actions and requirements with
STRICOM Human Resource Management Division (RP) and the MICOM

Civilian Personnel Office (CPO). Serves as the PM ITTS focal point
for updating the Table of Distribution and Allowances (TDA) and the |
Military Acquisition Position List (MAPL) . Provides interface with |

personnel on new positions and personnel actions for new and current
employees. Coordinates and assists in the preparation and submission
of all required documentation for hiring, promotions, civilian
awards, and related actions and assures this information is submitted |
in the proper format and in a timely manner. Serves as advisor to
PM ITTS employees on interactions with personnel. Advises and
assists employees on pay questions, leave, reassignments, promotions,
disciplinary actions and justifications. Maintains individual
personnel files within PM ITTS. Coordinates the training program.
30%

3. Serves at the PM ITTS focal point for coordinating administrative
support for formal audits, reviews, and inspections by external
agencies. Coordinates with the applicable STRICOM staff office and
PM ITTS activities to develop the schedule and agenda ensuring the
- appropriate personnel are notified and meeting facilities are
available. Ensures that PM-ITTS provides all requested information
and follows up to ensure that action items are assigned and completed
in a timely manner. Maintains records on all findings and
recommendations and the resulting responses. Attends internal and
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external meetings, and maintains contacts through other means with
personnel of assigned organization and from other organizations
within the command for the purpose of discussing and obtaining
information pertaining to office support services.

20%

Performs other duties as assigned.

FACTOR 1. KNOWLEDGE REQUIRED BY THE POSITION

General knowledge of the rules, regulations, procedures, and/or
policies governing the office support functions; a practical

knowledge of administrative practices and procedures; and a knowledge
of the substantive functions and programs of the organization as |
related to the accomplishment of office support functions to include: j
The Modern Army Filing System (MARKS, Army property accountability |
policies, procedures and regulations, Total Army Personnel Evaluation |
System (TAPES), and military correspondence policies and procedures.

Ability to use many different types of computer software to process !
and produce a wide range of office automated documents, some of which |
require complex formats; maintain, store and retrieve and format i
management data and information; prepare reports and briefing

documents; and transmit, receive, forward and acknowledge various
information such as electronic mail and messages.

Ability to gather §n6'information, make recommendations, and develop,
review and/or interpret policies, directives and/or regulations
pertaining to administrative functions.

Ability to effectively communicate orally and in writing brief,
factual reports and summaries in subjects pertaining to administf?ive
functions, using correct grammar, spelling, capitalization,
punctuation, and terminology.

Knowledge of administrative procedures and coordinating requirements
to assure administrative control of recurring and special program
requirements, actions, and reports.

FACTOR 2. SUPERVISORY CONTROLS

Supervisor provides general instructions as to the broad objectives
to be achieved. Incumbent independently initiates contacts,
recognizes problem areas and formulates procedures and methods for
successful accomplishment of administrative programs. Work is
reviewed for compliance with established policies and requirements.

FACTOR 3. GUIDELINES

DoD, DA, AMC and STRICOM regulations, policies and guidelines are
usually limited to broad objectives and policy. The incumbent uses
judgement in locating and selecting appropriate guidelines for
applications to individual cases.

,‘i
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FACTOR 4. COMPLEXITY

The work consists of duties that involve a full range of
administrative support functions. Decisions are based on the
knowledge of procedural requirements of the work combined with an
awareness of policies, program goals and specific PM ITTS functions
and staff assignments. Employee is recognized as an authority on
administrative procedures and is frequently called upon to provide
accurate information rapidly on short notice.

FACTOR 5. SCOPE AND EFFECT

The incumbent ensures that the administrative work conforms to the
appropriate policies and procedures. The incumbent’s actions and
decisions have a direct impact on the efficiency of day-to-day
administrative operations within the PM ITTS organization.

FACTOR 6. PERSONAL CONTACTS 1

Personal contacts include management and coworkers within the
organizational unit, other PM ITTS organizational elements, STRICOM
staff elements, and administrative staff members at other Army
activities, at OSD and in the other Services.

FACTOR 7. PURPOSE OF CONTACTS

Contacts are to initiate action, resolve problems, exchange narrative
and statistical information and report program/project progress
directly relevant to the tasks performed.

FACTOR 8. PHYSICAL DEMANDS

The work is mostly sedentary, although there may be some walking,
bending, and light lifting associated with office activities. |

FACTOR 9. WORK ENVIRONMENT

The work is primarily performed in an office setting. Infrequent
travel by commercial and military aircraft under conditions described
in the DoD Joint Travel Regulations may be required.




